Notion Weekly Review Checklist
Weekly Review (block 20-30 minutes, same time each week)
Run these steps in order every week. The goal is a workspace you trust: a clear inbox, current projects, and a planned week ahead. Tick each box and fill the fields as you go.
Date of this review: ________________________________
Clear the inbox: every loose note processed into a task, project, or archive? (yes/no): ________________________________
Reviewed all active projects and set each one's next action? (yes/no): ________________________________
Rescheduled overdue tasks and deleted dead ones? (yes/no): ________________________________
Confirmed next week's top priorities have due dates? (yes/no): ________________________________
Checked goals and areas: does next week move them forward? (notes): ________________________________
Archived finished projects and notes? (yes/no): ________________________________
Daily Check (2 minutes, morning and evening)
The small habit that keeps the weekly review easy. Morning: open Today and pick your top 1-3. Evening: close the loop so nothing slips.
Morning: my top 1-3 tasks for today: ________________________________
Evening: completed tasks marked Done? (yes/no): ________________________________
Evening: anything unfinished rescheduled to a new date? (yes/no): ________________________________
Evening: glanced at tomorrow? (yes/no): ________________________________
